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Certification
with
Discrepancies
Report

The Certification with Discrepancies
Report provides owners and agents with
easy access to certifications containing
discrepanciesin or to facilitate
corrections.

The option can be selected from the

TRACS Main Menu.

From the report screen, the ’6
displays directly above the User Guide
link as avisual to direct usersto the user
guide for assistance in using this
application.

Objectives

By the end of this chapter, you will be
ableto:

Query certifications containing
discrepancies

View query datafrom browser
Download and print a Certification
with Discrepancies Report

December 2003 — Tenant Optimum Compliance, Phase Il 10-1




TRACS Internet User Guide Chapter 10: Certifications with Discrepancies Report

10.1 To access the Certifications with

Discrepancies Query Screen:

1. Fromthe TRACS Main Menu, click on the Certifications with Discrepancies link,
and the following query screen (Figure 1) displays:

TRAZE
ieom TRACS Certifications with Discrepancies Query
TRACS Ender the Condract or Project Number:
Menu
Coniract Number: : or Project Number: :
Farhelp
click: Diate Fonge Type:
@  Effective Date
2 © TRACS Processed Dake
. Diate Fange:
From Date: IDDvvv) I:I Il I:I i I:l
To Date:  (MLDDYYVY) I:I ! I:I ! I:l
Sort By Unit ® or [MName o
Feport . Browser ® or Download ]
| Submit | ‘ Rezet ‘
MOTE: pequived HUDVEHTOWob iand of Bttt of sereem
Figure 1. Certifications with Discrepancies Query
10.2 To submit a Certifications with Discrepancies

Query Screen:

1. From the Certifications with Discrepancies Query Screen, select the contract or
project by scrolling to the desired contract number or project number.

25 Note: The Contract Number is an 11-character field with no blanks allowed. The
Project Number is an 8-character field with no blanks allowed.

2. Select one of the following Date Range Types: Effective Date, or TRACS Processed
Date.

3. To specify adate range, enter dates in From Voucher Date and To Voucher date
fields.
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&5 Note: Both dates have three fields: Month, Day, and Year fields. Month and Day
fields are two digits each; the Year field is four digits.

4. Select how the query will sort data; by Unit or by Name.

5. To view the report on-line, select Browser. To download report datato an ASCII file,
click Download. (See next section) The default value for report typeis Browser.

6. Click Submit to start the Query.

10.3 To download the Certifications with
Discrepancies Report:

1. Click Reported by: Download; the following Security Warning screen (Figure 2)
displays:

Warning: There is a poszible security hazard here.

Opening:
CO0850953020005426659. 1t uzing WIMWORD EXE.

“When you download a file from the netwark, you should be
aware of secunty considerations.

A file that containg malicious programming instructions
could-gamage or athenwize compromize the contents of
YOUr Compter.

“r'ou should only use files obtained from sites that pou st

¥ Zlways ask before opening this type of file
I™ | Open OLE senvern inrplace

OF. I Cancel |

Figure 2. Security Warning Screen

2. Select Saveit to disk to name and save the file to your hard drive.

The ASCII fileis comma delimited so the user may import the data into such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Namesis the data returned from the query. The data displaysin the order
of the Header Field Names. An example of an ASCI|I fileis displayed in Figure 3.
Figure 4 is an example of the Certifications with Discrepancies Report.
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Voucher Date,Contract Nuwber, irea Code,Office Code,Units in Contract,Units Receiwving Subsidy, Units Vacant Under this Contract
05/01/2000,KY364002001,05,04,,,,, ,i,1,1,1,1,1,1,1,1,1,1,1,1,H8,10,H,1,05/01/2000

Figure 3. ASCII File

1.5, Departnend of Housing and Tihan Developnend

1 oniract Mumber: ARSTTS01012

TRACS Ceriifications with Discrepancies Beport

Daie Range Type: Effective Daie

Soried By: Name Daie Range: D810 — OB 012003
= q
Eroject |yt Texandt Teran Eifecive it of Days A | Disoepanoy
Hunber Kame 55K Date Throeschued | i Code Tismepanoy Desaoption.
Coide
-4y
(UERET | D F | FallT W | ooy | Oodi [ T E] TOULE | SR g
MAME FOR S0CIAL SECTTRITY
TEIRET | T 5 | Bk, B W, | EEEEEirs | OeATSimT Ef: 1] E] TENTE | SR g
HMAME FOE SOCIAL SECTIRITY CLATH
| OEIRET | F 1| Cooper, (3. | 550000003 | OGO ™ ) TETET |
SUENITTED
FORPOSTS1 SECTIONS AR ORIR
EIREGY | F§ | Grmite,0. | TTIITIII0 | OodT R T K] ofef) 3 g
EIRTHILATE FOR 8 OCTAL SECTRITY CLATM
ERET | F§ | Urmite,0. | TTIITIIID | OGAISZEG g7 E] TN | TEHENT ZHD 52L 5% THC ONE METEREILY |
DTF-
FERENT; 55 A GTVES SERARATE AMOTIHTS
[TEIRET | D 7 | Grem.i. T | UG 7 ) TETET |
SUENITTED
FORPOST-21 SECTION & AR OR IR
IRy | D 7 | Crems . T | UG Tw ) THEIET |
FORHOUSEHOLD FECETVING SECE AFTER
gL
ERET | D 7 | Ureaw D, TR | TG T ] TR | N0 R e THOOHE ER TR TN CODE |
STUEMITTED
[TEREET | B & | HLTF TR | el g7 T TR | IHTOREEC T IO OME S TS T |
SUEMITTED
FORPOST-81 SECTION £ ARORIR
(UEIEEWT | D5 | Lde &l | Trre | OIS Ef] K] EENTG | TEHEHNT AHD 554 55 THT
DTF-
FEFENT; 55 A BTVES SEPARATE AMOTIHTS
EEEWT | D5 | Lde il | THTIe | O R K] TENLT | TERENT ZHD 555 ST N0 ME MATEREILT |
DTF-
FERENT; 55 4 GTVES SELARATE AMOTIHTS
IR | C 1| Wlle,BL. | FEEEand | OIS T ) TETET |
SUENITTED
FORPOST-21 SECTION & AF OR IR
[ UEIRET | O 7 | Swdetme, | LIIIIIT | OSQLENE ) I IT | TEACS CALCTLATED S5 ETEHCEPETHEAT |
A DIFFEES FEOM BEPORTED VALUE
[UEIREGT | O 7 | Sadetme, | TIIIIIIIT | OS2 LS T T TTF | TRALE CALTILATED TOTEL TEHAHT
A PAVMENT
DIFFERS FROM BEPORTED WAL
TERRET | T % | WalLL. TR | U LA LTS E] eto{1) W ST g
HMAME FOR S0CIAL SECTIRITY CLATH

Iierpreting and Priniing this page

Figure 4. Certifications with Discrepancies Report
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